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Navigation and Value Fields

• The Business Unit value defaults to your agency if your
User Preference is associated with the agency’s
business unit.

• The Journal ID defaults to NEXT but users can enter
their own journal ID.

• The Journal Date value in this field drives the fiscal
year and the accounting period for the budget journal
entry and at what time the budgeted funds become
available. The default value is the system date. Enter a
new date to override it if your business requires a
different date.

• Click Add to proceed to the budget journal entry page.

Navigation: From the Financials menu, select Commitment Control, then select Budget Journals, 
then select Enter Budget Journals to add a new value.
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Budget Header Entry

• Populate the Ledger Group field with the
appropriate budget ledger group.

• The Fiscal Year value is derived from the
Journal Date.

• In the Budget Entry Type, select Original
if this is an original budget entry being
made for the first time.

• Use the Long Description and Alternate
Description fields to add information
about the budget entry.

• USAS Document Number is available
when the T-code is used online.
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Budget Lines

• Enter budget lines on the Budget Line tab. The Budget Journal does not need to be balanced. 
Remember that Debits do not equal Credits. 

• Enter the applicable T-code. Use the MAN T-code to initiate the matching of the CAPPS 
document to previously entered USAS documents.

• When the journal is saved, the default value for the Process field is Post Journal, which 
means the journal is ready for posting (to the budget ledger). 
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Import Spreadsheet Process

To enter your new Fiscal Year budget via the import spreadsheet process, complete the following:
• To import Commitment Control Budget Journals, first enter the budget information into the 

“Budget Journal template.xls” file as an Excel spreadsheet using the instructions below.  
– On the journal Header, the following are required for all lines of the excel spreadsheet: file 

name, budget entry type, business unit, journal ID (next), journal date, ledger group, and 
header description.

– On the Lines, the following are required in all lines: a journal line number, detail ledger name, 
account, fund, class, budget ref, journal line reference, and monetary amount (can be zero). 
Any additional ChartFields that an agency needs can also be included. 

– Click Download after the excel spreadsheet is complete.



Thank You!

CAPPS Financials Support Team
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